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––Purpose––   
  

The  purpose  of  this  User  Guide  is  to  provide  detailed  information  of  the  resources                
available  on  the  Clinic  Portal,  and  how  to  carry  out  the  tasks  and  responsibilities  of                 
the  Staff  role.  The  Clinic  Portal  will  be  used  by  the  Staff  to  manage  patient                 
appointments.   

  

  

––Overview––   
  

The   role   of   the   Staff   is   to   check-in   patients   with   scheduled   online   appointments,   
cancel   and   reschedule   patient   appointments   as   needed,   and   also   accommodate   
registration   and   scheduling   for   walk-in   patients.   The   Staff   is   responsible   for   
managing   the   Appointment   Dashboard   for   a   given   site   location.   

  
  

––Clinic   Portal   Features   -   Staff––   
  

● Logging   into   the   Clinic   Portal   

● Appointments   Dashboard   

● Checking   in   a   Patient   

● Rescheduling   and   Cancelling   an   Appointment  

● Booking   Walk-In   Appointments   
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Navigating   the   Clinic   Portal   as   Staff   
  

1. Log   into   the   Clinic   Portal   using   the   Staff   credentials   sent   to   your   registered   email   
address.   Check   the   box   to   confirm   you   understand   and   will   comply   with   
confidentiality   rules   and   click    Login .   

  

  
  

  

  

Once   you   are   logged   in,   the   Appointments   Dashboard   will   display.   This   is   the   default   
view   for   the   Staff   and   provides   a   view   of   all   appointments   for   selected   events.     
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2. Click   the    Select   Events    dropdown   to   view   the   list   of   events   to   which   you   are   

assigned   as   Staff.   Select   an   event   to   view   the   dashboard   with   the   patient   
appointment   list   for   that   event   for   today’s   date.   

  

  

3. The   default   view   of   the   screen   is   all   appointments   scheduled   for   the   current   date   
(the   next   section   reviews   how   to   use   Filter   Options   to   search   on   future   dates).   

Click   the    Select   Status    dropdown   box   to   view   appointments   based   on   status:   

● Not   checked   in   
● Checked   in   
● Done   
● No   show   
● Cancelled   
● Rescheduled   

  

  

  

4. On   selecting   a   status,   the   list   of   patients   who   match   that   status   will   display   with   
their   Appointment   ID,   Date,   Time,   First   Name,   Last   Name,   Date   of   Birth,   Phone,   
Type   (of   Scheduled   appointment   -   i.e.   online   or   walk-in).     

  

The   Example   below   shows    Not     Checked     in    status   patients   at   the   event.   
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You   can   also   use   the   filter   option   to   quickly   search   the   list   by:   

● Name   
● Appointment   ID   
● Date   Range   (of   appointment)   
● Dte   of   Birth   

  

5. Click   the   dropdown   on   the   ‘ Filter   Options ’   field   and   select   a   filter.     
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6. Once   you’ve   selected   a   filter   criteria   (in   this   example    Name ),   another   field   will   
display   where   you   can   enter   the   information   to   filter   the   list.   

  

  

  

  In   the   example   below,   the   list   has   been   filtered   with   all   the   names   containing   ‘Sa.’   
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Cancelling   Appointments   
  

When   you   select    Not   Checked   In    or    Checked   in    statuses ,    you   will   have   the   options   
to   cancel   and   reschedule   appointments.   

  

  
  

1. To   cancel   a   scheduled   appointment,   click   the    Cancel    button.     

  
  

2. Select   the   cancellation   reason   from   the   dropdown   list.   Select    Other    if   the   reasons   
provided   do   not   describe   the   patient’s   reason   for   cancelling.     

After   the   cancellation   reason   is   selected,   click    Yes,   cancel   the   appointment    and   the   
appointment   will   get   cancelled.   If   you   do   not   want   the   appointment   cancelled,   click   
No,   Go   Back   to   return   to   the   dashboard.   
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Looking   Up   An   Appointment   ID   
  

To   check   in   a   patient,   you   will   need   the   QR   code   or   the   Appointment   ID.   This   section   
reviews   the   steps   for   finding   the   Appointment   ID   if   the   patient   is   unable   to   provide   
it.     

  

1. Under    Select   Event ,    click    on    the   event    the   patient   is   scheduled   for.   

  

The   Clinic   Portal   Dashboard   will   display.   The   dashboard   defaults   to   today’s   date.   If   
the   event   is   for   today,   appointments   for   that   date   will   be   displaying.     

  
2. Click    the    Filter   Options    dropdown   arrow   and   select   the   filter   you   want   to   use.   You   

can   filter   by:   

● Name   or   partial   name   

● Appointment   date   range   

● Date   of   Birth   

A   best   practice   is   to   search   on   the   Date   of   Birth,   as   this   search   will   return   the   
fewest   results.   
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3. Once   you   select   the   filter,   an   entry   field   will   display   that   corresponds   with   your   
selection.    The   screenshots   below   illustrate   the   entry   option   that   displays   for   each   
filter.   
  

● Name   filter:   A   text   entry   box   display   

● Date   Range:    Two   date   boxes   display.   You   can   type   in   the   from   and   through   
dates   or   select   them   from   a   calendar.   

● Date   of   Birth:   A   date   box   displays   

  

4. Enter    your    search   criteria .     
  

Once   you   enter   your   criteria   into   the   filter   the   search   will   begin   automatically   and   
display   all   appointments   for   the   selected   event   that   match   the   criteria   you   entered.   

  

The   screenshots   below   illustrate   the   Date   of   birth   and   Date   Range   searches.   The   
Appointment   ID   displays   in   the   far   left   column   (highlighted   in   the   images).  
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 Checking   In   Patients   

  

To   check   in   a   patient,   you   will   need   the   QR   code   or   the   Appointment   ID.   The   steps  
for   finding   the   Appointment   ID   if   the   patient   doesn’t   have   it   are   reviewed   in   the   
previous   section.   

  

1. To   check   in   a   patient,   click    Patient   Check-in    on   the   menu   bar,   on   the   left   hand   side.   
The   Patient   check-in   screen   will   display.   

  

  

  

2. To   begin   check-in,   you   can   scan   a   patient’s   QR   code   (received   in   their   confirmation   
email   or   text)   or   verify   the   patient’s   Appointment   ID.     

● To   scan   a   QR   code,   click   ‘ Launch   Scanner ’.   A   camera   will   launch   to   read   the   
QR   code.   Align   the   QR   code   with   the   camera   so   that   the   QR   code   is   showing   
on   screen.   

● No   QR   code?   No   problem.   Just   enter   the   Appointment   ID   into   the   
Appointment   ID   field   and   click    Next .   
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3. Verify   the   patient’s   personal   and   contact   information.     

You   can   update   information   by   typing   corrections   directly   into   the   field.   The   
updates   will   save   when   you   click   the   Next   button.    Click    Next    when   the   patient’s   
details   have   been   verified.   

  

NOTE :    Updates   to   the   Personal   and   Contact   Information   can   only   be   completed   
while   the   patient’s   status   is   Not   checked   in.   Once   they   are   checked-in,   this   
information   can   no   longer   be   changed.   

  

  
  

4. Confirm   the   appointment   details   and   ask   any   additional   questions   required   for   
vaccination.   If   the   patient   is   not   eligible   to   receive   the   vaccine   for   any   reason   (i.e.   
sickness),   you   can   reschedule   or   cancel   the   appointment   by   clicking   the   
Reschedule   or   Cancel   button.     

  

If   the   patient   is   confirmed   to   receive   the   vaccination,   click    Submit .     
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The   appointment   status   will   update   from    Not   Checked   In    to    Checked   In .   The   
Patient   will   no   longer   display   in   the    Not   Checked   In    type   list   and   now   displays   on   
the    Checked   In    list.   

  

  

  

Reschedule   Patients   
  

1. If   you   need   to   reschedule   an   appointment,   click   the   ‘ Reschedule ’   button.     

  
  

2. Select   a   date   and   an   event   location   and   click    Choose   Slot .   
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3. Select   a   time   block.   A   list   of   available   appointments   for   that   block   will   display.   
Click   on   a   time.   Click   ‘ Select   &   Finish ’   to   complete   the   reschedule.   

  

  
Scheduling   Walk-In   Appointments   

  

You   have   the   option   to   book   appointments   for   people   who   come   to   an   event   
without   an   appointment.     

  
1. Click   the   down   arrow   to   the   right   of   the    Select   Event    field.   The   list   of   events   you’re   

assigned   to   will   display.     
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2. Click   on    the   event    the   patient   has   arrived   at.   

  

  

3. ‘Appointments   already   scheduled   for   that   event   will   display   on   the   dashboard.   
Click     Walk-in    from   the   menu   on   the   left   side   of   the   screen.     

  

  

4. Click   to   choose   from   the   available   Vaccination   Programs.   You   can   select   more   than   
one.    Click   Next    once   you   have   selected   the   appropriate   Program(s).   
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5. Ask   the   patient   the   supplemental   questions   to   determine   their   priority   group   for   

receiving   the   selected   vaccine.    Click   Yes   or   No    to   answer   all   of   the   questions   and   
click   Next.   

  

  

  

6. Enter   the   patient’s   personal   and   contact   information.   Fields   marked   with   an   
asterisk   (*)   are   required.    Click   Next    once   completed.   

  

Note :   Although   an   email   address   is   not   required,   we   strongly   encourage   the   
patient   to   provide   one   so   they   receive   notifications   about   their   vaccinations   
(appointment   reminders,   confirmation   vaccines   were   administered,   confirmation   
of   follow   up   appointments,   etc.)   
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7. Ask   the   patient   whether   they   have   insurance   and   select   Yes   or   No   depending   on   

their   insurance   status.   If   No,    click   Next .     

If   the   patient   asks   why   this   information   is   being   requested,   it   may   be   helpful   to   
explain   that   "COVID-19   vaccines   are   free;   however,   insurance   information   is   being   
requested   during   appointment   scheduling   so   that   an   administration   fee   can   be   
billed   to   insurance   if   you   are   insured.   There   will   be   no   out-of-pocket   costs   
requested   during   your   appointment   time   and   you   should   not   receive   a   bill.   "   

  
  

8. If   the   patient   responds   ‘ Yes ’   for   insurance,   fill   in   the   required   insurance   information.   
All   fields   marked   with   an   asterisk   (*)   are   required.    Click   Next    when   you’re   done.   
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9. The   event   location   you   selected   at   the   beginning   of   the   appointment   will   display   in   

the   lower   left   hand   corner   of   the   screen.    Click   Next .   
  

  

  

  

10. Click   Select   Slot    to   display   the   available   appointment   times   for   that   day   and   
location.   
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11. The   blocks   of   time   during   the   day   with   appointments   available   will   display   on   the   
screen.   Click   the   down   arrow   for   that   block   of   time.     

  

  

  

  

12. Available   appointment   times   during   that   block   will   display.   The   number   of   
appointments   available   during   that   time   display   on   the   far   right.   

Click   the   button   to   the   left   of   the   appointment   time   you   are   scheduling.   
  

Click   Save .   
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13. The   date   and   time   of   the   appointment   displays   on   the   screen.   If   you   need   to   
change   the   time,   click   Remove   Slot   and   repeat   steps   11   and   12.   To   continue,   
scheduling   the   appointment,    click   Next .     

  

  

  

  

14. Ask   the   patient   the   Vaccination   Screening   Questions.   Click   on   Yes   or   No   per   the   
patient’s   responses.    Click   Next    to   proceed.   
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15. The   final   step   requires   that   the   patient   provides   consent   to   receive   the   vaccination.   

Click   Consent   Received    on   paper.    Click   Next .   

  
  

  

16. To   complete   scheduling   the   walk-in,   click    Book   Appointment.    Click    No,   Cancel    if   
you   would   like   to   cancel   and   start   over.   
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17. The   patient’s   name   and   appointment   appear   on   the   Appointment   Dashboard   as   
Walk-in    and   as    Not   Checked   In .   

  

NOTE :    Now   that   you’ve   created   the   patient’s   walk-in   appointment,   it   is   important   
to   check   them   in   for   their   appointment.    Click   Check-in    under   Actions   and   follow   
the    Check-in   instructions .   

  

  

  

  
This   concludes   the   instructions   for   clinic   staff   to   schedule,   cancel   and   reschedule   
appointments.   

Please   contact   your   Site   Administrator   or   Organization   Unit   (OU)   Administrator   if   
you   have   any   questions   or   need   assistance   with   this   portal.     
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